DEPARTMENT OF GENERAL SERVICES A ) Schedule No.

RECORDS MANAGEMENT DIVISION ) o=
RECORDS RETENTION AND DISPOSAL SCHEDULE

M-49

Page 1. of j-

| CITY OF ROCKVILLE

Division/Unit
FINANCE DEPARTMENT /PURCHASING

Ne Description

Retenticn

i CONTRACT FILES

3.  PURCHASE ORDERS
.P- 30 PURCHASE REQUISITIONS

4/ REQUEST FOR QUOTATIONS

RETAIN CONTRACTS FOR

This series includes contracts between the CAPITAL PROJECTS FOR 13
city and state and contracts in which the - YEARS THEN DESTROY. RETAIN
'+ city is a joint venture with other governmentsg. ALL OTHER CONTRACTS .IN

OFFICE FOR THREE YEARS
THEN DESTROY.

RETAIN IN OFFICE FOR
"THREE YEARS = AFTER ALL
CONTRACTUAL OBLIGATIONS,
FINAL PAYMENTS AND AUDIT
REQUIREMENTS HAVE BEEN..
- MET THEN DESTROY WHEN NO
LONGER NEEDED.

RETAIN IN OFFICE FOR

CONTRACTUAL OBLIGATIONS,
FINAL PAYMENTS AND AUDIT
REQUIREMENTS HAVE BEEN
MET THEN DESTROY WHEN NO
LONGER NEEDED.

RETAIN IN OFFICE FOR
THREE YEARS AFTER ALL
CONTRACTUAL OBLIGATIONS,
FINAL PAYMENTS AND AUDIT
REQUIREMENTS HAVE BEEN
MET THEN DESTROY WHEN
NO LONGER NEEDED.

Approved by Department, Agency,
or Division Representative.

Date ‘?’jﬂ\gi

Signature ~*uﬂﬂ;ﬁ£&2¢fé‘V4A/

Type Name Kevin Deckard

. Title Director of Finance

Schedule Authorized by State
Archivist.

APR 2 3 1993
Date

THREE YEARS AFTER ALL .

okt 127

DGS 550-1 (Rev. 10/92)




CJHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PA 1 o 4
‘(DGS 850-1) 4 JESSUP, MARYLAND 20794 o LoF
1. DEFARTMENT /AGENCY 2. DivisSicn 3. WNIT
City of Rockville Finance Department Purchasing .

CEFINITION-RECORD SERIES-* IMOUP OF

AXLATED RECOCRDS NORMALLY FI1LID

AND USIXD AS A UNIT FOR

!
{ 4. RECORD SERIES TITLE

Contract Files

AKFERENCI AS YELL Ad RETINTION AND DISPOGITION PYURFASES

EARLIEST YEAR/LATEST YEAR
1981 1o 1993

5.

FTHE. SERIES.

6. RECORD ERIES DESCRIPTION "RIKPLY DESCRIBE THE TYPES OF INFOMT!ON/DOCWTB/POM FOUND

This series C6ntains contracts between the city and state and contracts in which the
city is a joint venture with other governments. N

INCLUDE THE PURPOSE OR FUNCTION OF THE S!Pl!!]

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE 9. VOLLME
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
® L=ZGAL SIZE O COMFUTER TAPE & NUMERICAL 50.6 0O coMPUTER TAPE(S)
NWEEN »
O BOUND BOOK O FLOPPY DISK 0 CHRONOCLOGICAL OTHER(SPECIFY)
cubic feet
Q AUDIO TAPE O VIDEO TAPE U GEOGRAPHICAL
DEO T. e ! 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) 0 OTHER(SPECIFY) O FILE DRAWER(S)
4t6 6 O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)
® omieR(specieyyCl. £t
P11 piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
O pAILY O $EEKLY ¥ MONTHLY ' O MCNTH(S) 0 YEAR(S)
; RUNBER
! 13, CURRENT LOCATICN(S) {BLDG.,FLOCR,RCCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? I
Finance Dept., Rockville City Hall é" YES, SPECIFY s0ENCY OR OFFicE)
. YES B NO
11] Marvland Avenue, Rockville MD
185. ACCESS -RESTRICTIONS QO YES 8 NO 16.

(1w yes, c17x LAw(s) & rmauLATION(S)

AUDIT REQUIREMENTS

U NCNE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r yxg.@PLAIN

BEIEFLY AND DESCRIBE ANY MARDUARE/SOFTWARK }

Oyes ® NO

‘destroy.

18. RECCMMENDED RETENT ION

Retain contracts for capital projects for
13 years then destroy. Retain all other
contracts in office for three years then

‘I’xn.»uwt AND TITLE OF PREPARER 20,

Carolyn Barnett-Jones
Elections Clerk/Recovrds Manager

TELEPHONE NUMEBER

301/309-3314

21. DATE

DGS 330-4 (REVISED 2/87)

March 10, 1993




CJNSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECCRD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION

727% WATERLOO RQAD
BOX 27%

SERVICES

AGENCY RECORDS INVENTORY

PAGE 2 orF 4
‘(ocs $50-1) . . JESSUP, MARYLAND 20794 e
. DEFARTMENT/AGENCY 2. DIVISIEN 3. LNIT
City of Rockville Finance Department Purchasing
s - - |
CEFINITICN -S=CSRD SZRJES-A SROUP OF AXLATID RICTADD NOMMALLY MILID AND USIS AS A UNIT ™R i

RITIAINCIT AF TILL AT RTTINTISN AMND DIgmagITICN

DURRNSED

4. RAECCRD SERIES

Purchase Orders

5. EARLIEST YEAR/LATEST YZAR
FY 86 10 FY 93

4N THE SERIES.

RECORD SERIES DESCRIPTICN (SRlIPLY DESCRIDE THE TYPE3 OF INPQR&IAT!ON/DOCMNTS/POM TOUND

INCLUDK THE PURPOSE OR FUNCTION OF THE 3!’.’!!3)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCS 9. VOLUME _
® LETTER Si1zE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMPUTER TAPE @ NUMERICAL 13.5 0 comPUTER TAPE(S)
' NGMBER g oryrp(sPECIFY
O BoOUND BCOK O FLOPPY DISK 0 CHRONCLOGICAL . . ( )
, cubic feet
0O AUDIO TAPE 0O vI o OGRAPH | CAL
VIDEO TAPE b ! 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) - C FILE DRAWER(S)
@ 2.0 O MICROFILM REEL(S)
RUNBPR O COMPUTER TAPE(S)
8 criERiseeci1EyY cn ftl
11 piLe 1S USED ‘ 12. pF|ILE BECCMES INACTIVE AFTER
O pAlLY 0 wEEKLY B MONTHLY D meNTH(S) T YEAR(S)

RUNERR

' 13. CJRRENT LOCATICN(S) |BLDG., LCCR,RCCM|

Finance Dept., Rockville City Hall
111 Marvland Avenue, Rockville MD

14. 1S RECORD SERIES CUPLICATED ELSETHERE?

ti® vyES, sPreciry sarncy omr orFricxe)
Q0 vy=zs @ nO

I3. ACCEISS RESTRICTICNS c NO
(17 vyzs, ci1Tx Law(3) & axautaTion|s)

Y=S L]

15. ALDIT REQUIRSMENTS

ONCNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1» yRS.E>XPLAIN

BRIKFLY AND DRSCRIBE ANY HARDWARE/SOFTWARK )

OyeEs B nNO

18. RECCMMENDED RETENT ICN

Retain in office for three years after all
contractual obligations, final payments and
audit requirements have been met then destroy
when no longer needed.

‘I'ls. NAME AND TITLE OF PREPARER 20.

Carolyn Barnett-Jones
Elections Clerk/Records Manager

TELEPHONE NUMEER

301/309-3314

21. DATE

March 10, 1993

DGS 3830-4 (REVISED 2/87)




CINSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES., FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD

AGENCY RECORDS INVENTORY

¥1TH RECORDS RETENTION SCHEDULE P.O. BOX 2753 pacze 3 oF 4
‘ics 350-1) : JESSUP, MARYLAND 20794 — —
1. DEFARTMENT /AGENCY 2. DIVISICN 3. WNIT
City of Rockville Finance Department Purchasing

~ew - - - A JRO c P4 z = LY ®tLID
CEFINITICN-RECSRD SERIES- rRouP 7 ALLATID RECOADI NORMAL 1
AAFTEAINCT AT I

AMD USID A3 A UNIT POR

AS RTTINTICON AND DIFRO3IITISN »PuDdmaonwn

Purchase Requisitions

5. EARLIEST YEAR/LATEST YZAR
FY 86 T FY 93

4N THE SERIES.

6. RECORD SERIES DESCRIPTICN (8RIIFL? DESCRIDE THXE TYPEIS OF INFORHATION/DOCMNTSIFOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE sxmzs)

7. RECORD SERIES FORMAT(S)
B LETTER SIZE 0O MICROFILM

0 LzGAL SI1ZE

O CCMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFPE

U OTHER(SPECIFY)

8. RECORD SERIES SEQUENCS 9.
0 ALFHAEETICAL
8 NUMERICAL
0 cHronoLoGICAL
0 GEOGRAPHICAL

C OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)
D MICROFILM REEL(S)
14.0 O COMPUTER TAPE(S)
NUMBER o OTHER(SPECIFY)
) cubic feet

10. ANNUAL ACCLMULATICN

O FILE DRAWER(S)
2.0 U MICROFILM REEL(S)
KOMEPR O COMPUTER TAPE(S)

fd

. R ocTER(SEECIEY) CU.

P11 piLE 1S usED 12. F|LE BECCMES INACTIVE AFTER
Q palLy O WEEKLY ® MCNTHLY U O McNTH(S) O YEAR(S) |
. 13. CURRENT LOCATICN(S) (BLZG., LCCR,RCCM| 14. 1S RECORD SERIES CUPL ICATED ELSEWHESE? E
Finance Dept.,‘Rockville City Hall éx;:;:si :;zc:rv rarncy or orricz) E
111 Marvland_ Avenue, Rockville MD
15. ACCZESS RESTRICTICNS C v=s a8 Mo 16, ALDIT REQUIRSMENTS

{17 yzs, citx Lawm{3) & REauLaTION{3)

O NeNE O STATE O FEDERAL. -0 INDEPENDENT

17. IS AN

INDEX SYSTEM USED?T (1r yRg.XOPLAIN

SR IEFLY AND DESCRIBE ANY HARDWARE/SOFTYARK )

CYEsS ® NO

.

18. RECCMMENDED RETENT ICN '

Retain in office for three years after all
contractual obligations, final payments
and audit requirements have been met . .:
then destroy when no longer needed,

.19. NAME AND TITLE OF PREPARER

Carolyn Barnett-Jones

Elections Clerk/Records Manager

20.

301/309-3314

TELEPHCNE NUMEER

21. DATE

March 10, 1993

DGS8 35830-4 (REVISKD 2/87)




PINSTRUCTIGNS - -TYPE OR PRINT A

REVISED RECORD SERIES. FORWARD

SEPARATE FORM FOR EACH NEW OR -

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOQ RCAD

¥ITH RECORDS RETENTION SCHEDULES P.O. BOGX 273 PAGE 4 oF 4
(DGS 380-1) JESSUP, MARYLAND 20794 —_— —
1. DEFARTMENT/AGENCY 2. DIVISICN 3. WNIT i
City of Rockville Finance Department Purchasing
. - - |
CEFINITION - ECSRD S.QXES-A GROUP COF AXLATIS RICTRDI NORMALLY FILID AND USXIZ A3 A UN!T PCR :

AITEZRITINCT AT ITLL AT RTTINTICN AND DISERGITICN Pynmagws

Request for Quotations

5. EARLIEST YEAR/LATEST YEAR
FY 86 10 FY 93

1IN THE SERIES.

RECORD SERIES DESCRIPTICN (lRIRPLY DESCRIAK THE TYPES OF INFORHAT!ON/DOCWTS/’OM FOUND

INCLUDE THE PURPFOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCS
® LETTER SIZE U MICROFILM 0 ALFPHABETICAL

Q LzGaL sSi1zE O CoMPUTER TAPE S NUMERICAL

O BOUND BOOK O FLOPPY DISK 0 cHRONOLOGICAL

0 AuDlO TAPE O VIDEO TAPE O GEOGRAPHICAL

0 OTHER(SPECIFY) C OTHER(SPECIFY)

9. VOLLME

O FILE DRAWER(S)
O MICROFILM REEL(S)
20.5 O cOMPUTER TAPE(S)

NUMBER 8 oTHER(SPECIFY)
cubic feet

10. ANNUAL ACCLUMULATICN

O FILE DRAWER(S)
2.6 O MICROFILM REEL(S)
RUNEER O COMPUTER TAPE(S)

ft

Pite ey e 1S usED

O paiLy

0 vyEEILY 8 MCNTHLY

® o ER(SEECIFZI\CU,
FILE BECCMES INACTIVE AFTER

12.

O MeNTH(S O YEAR(S
RUHEEE (s} (s)

©13. CIRRENT LOCATICN(S) (=LCG.,FLCCR,RCCM)

Finance Dept., Rockville City Hall
111 Marvland Avenue, Rockville MD

14. 1S RECORD SERIES CUPL ICATED ELSEWHERE?

ti1® yEs, sreciry saEncy onr orFrFicE)
Cyzs 8 NO

IS. ACCZESS RESTRICTICNS # No

{1# yes, ciTtax Law(2) & mzouraTion(s)

C v=s

16. ALDIT REQUIRSEMENTS

ONGNE U STATE O FEDERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w YES.EXPLAIN

BRIKFLY AND DESCRIBE ANY HARDNARE/SOFTWARK )

Cyes 8 nNO

18. RECCMMENDED RETENT ION

Retain in office for three. years after all
contractual obligations, final payments and
audit requirements have been met then
destroy when no longer needed.

‘.I’xs. NAME AND TITLE OF PREPARER 20.

Carolyn Barnett-Jones
Elections Clerk/Records Manager

TELEPHONE NUMEER

301/309-3314

21. DATE

March 10, 1993

DGS 330-4 (REVISED 2/87)




